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We will begin a new feature this month called

"Calendar of Events". This column will depict

special events, meetings, or any other important

information that will occur within the month.

We hope you find this column useful and en-

courage all agencies to contribute events for the

calendar.

Agency Spotlight

Bill Status Information Available On
the State Mainframe

The online BILL STATUS Inquiry System is

now available to users of the State Data Com-
munications Network.

The 1993 legislative session begins on Jan. 4,

1993, but some information on bill draft re-

quests received by the Legislative Council is

now available to interested users.

When a bill draft request is received by the

Legislative Council, pertinent information about

the request is recorded on the Bill Status Sys-

tem. (Nearly 200 bill draft requests had been

received by mid-October.)

As the bill draft is prepared for delivery to the

requesting legislator, the draft proceeds through

10-12 steps (sometimes more) within the Coun-

cil's composition and review process. These

steps, called draft tracking actions, are displayed

on the Bill Status System.

By using option 1 (Status of Bills/Bill Drafts),

the user can view the progress of a bill draft

within the Council prior to its introduction into
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the legislative process. Note that the text of

bill drafts and introduced bills is not available

online.

Another feature that can be used now is option

7 (List of Bill Drafts by Subject). This option

allows the user to select a subject from a list of

approximately 120 subjects and display the list

of bill draft requests related to that subject.

It is important to note that only the most rele-

vant subject categories are assigned to each bill

draft request. Typically, a bill draft request will

be assigned two or three subject categories. A
list of subject categories is available from the

ISD Network Assistance Center (444-2526).

Also, the complete BILL STATUS User Guide
covering all system options is available from the

ISD Network Assistance Center.

The BILL STATUS System is an IDMS applica-

tion and will run DCPROD on the State main-

frame computer. To use this application, you

must have your name and password assigned to

the DCPROD application.

To sign on to the BILL STATUS system:

1. From the State of Montana Map , type DC-
PROD and press enter key, or from the

Supersession Main Menu , select DCPROD.

2. From the DCPROD sign-on screen:

Name is your ISD User ID (e.g. XXYYYY).
Password is YYYY from above (unless you

changed it in DCPROD).
Press the TAB key.

Account number is your five-digit ISD billing

number.

Press enter key.

3. From the V5 Enter Next Task Code prompt:

Type LEGI and press enter key.

You are now in the Bill Status system.

To exit the BILL STATUS SYSTEM:

Type OFF and press enter key.

If you have not changed your password in DC-
PROD, we strongly recommend that you do so.

COMPUTERIZED BILL STATUS REPORTS

In addition to the online Bill Status System,

several bill status reports are available to main-

frame TSO u.sers. These reports can be printed

on the mainframe computer in the Mitchell

Building basement or on a remote printer. The
following is a description of members in the

TSO share library F27.TSOLIB.SHARE:

SENDEX contains descriptions of reports

available

BILL lists current (latest) status of those

bills specified by the user.

BDLLALL lists all actions of those bills spec-

ified by the user.

FISCALl lists all bills with a fiscal note

indicated.

BILLCAT2 lists the latest two actions of

specified bills and allows them to be categor-

ized. The specified bills and their associated

categories are specified in the keyfile BILL-
KEY.
BELLKEY is the keyfile which the user edits

to specify the bills and associated categories

for running BILLCAT2.
NBILL1/NBILL2 process. This process pro-

duces a report listing the latest two actions

for specific bills or bill drafts, by category.

The specified bills/bill drafts and their as-

sociated categories are specified in the key-

file BILLKEYl.
BILLKEYl is the keyfile which the user

edits to specify the bills/bill drafts and as-

sociated categories for running the NBILLl/-
NBILL2 process.

Users wanting these reports must have a TSO
library. To print one or more of these reports,

do the following:

1. Copy the F27.TSOL1B.SHARE members
into your TSO library.

2. Make the necessary changes to the JCL
including job name, user number, box

number, and account number.

3. Follow the instructions listed in each job.

4. Submit the job.

Assistance:

For general questions, and questions about

Sign-On and Sign-Off procedures, call Sandi

Coyle at 444-2526.

If you need an ISD U.scr ID or a TSO li-

brary, call Tina Carmichacl, 444-2860.
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If you have problems with access to DC-
PROD, call Gary Poepping at 444-2811.

If you need help specifying or printing re-

ports, call Jerry Kozak or Denny Knapp in

End User Computing at 444-3987.

- Tom Mulvaney, Legislative Council

Data Processing Managers' Group

Since this is the first column in News & Views

by the DPMG in some time, we thought it

might be a good idea to revisit what the DPMG
is about and how it functions.

The Data Processing Managers Group, known

as the DPMG, has been increasingly active dur-

ing the past year. The group is comprised of

the data processing managers from all state

agencies. The primary purposes of the group is

to provide a cooperative platform to discuss

data processing issues of common concern and

serve as a partner to the Department of Ad-

ministration, Information Services Division in

charting the course of information technology

use in Montana State Government. The

DPMG meets at least bi-monthly on the second

Wednesday of the month. If necessary, addi-

tional meetings are scheduled on the alternate

months and are used primarily as work sessions

to hammer out consensus on particular policy

issues. The next four meetings are scheduled

for December, February, April, and June. An
additional meeting has been scheduled for

November 10th to discuss database directions.

Some of the topics and issues addressed by the

DPMG during the last year include: network

charges, Novell NetWare purchase and support,

network topology, disaster recovery, optical

imaging, database directions, and personnel

classification. Much of the work is ongoing.

The work on each of these topics is initially

tackled by committees of the DPMG. Each

committee is comprised of data processing staff

from various slate agencies who have expertise

in the topic and is chaired by a DP manager

who has volunteered for the job. A tremendous

amount of work has been done by these com-

mittees and their efforts have been appreciated.

If you have questions regarding the DPMG or

need additional information please feel free to

contact the current chair of the DPMG; How-
ard "Tripp" Hammer, Department of Health &
Environmental Sciences, Cogswell Building,

Telephone 444-4486.

TNB Reorganization

The Telecommunications/Network Services Bur-

eau has recently reorganized. The State's net-

work has evolved into a complex, enterprise

critical system. With this complexity has come
increased workloads and the need to assimilate

new technology and application investment.

These increases have impacted the TNB neces-

sitating a change in the current organization

structure.

The Telecommunications/Network Services Bur-

eau has been aligned into the following sec-

tions:

Data Network Design and Distributed Com-
puting Section

Telephone Services Section

Network Operations Section:

Voice Unit

LAN Unit

WAN Unit

Network Assistance Center

The Network Assistance Center is a combina-

tion of personnel and functions that existed in

the old bureau structure (Network Control Cen-

ter and Help Desk). The Network Assistance

Center should be the first point of contact when

a problem or question arises. You can reach

the Network Assistance Center by dialing 444-

2973.

The bureau has worked hard to develop the

most efficient organizational structure which will

enable TNB to offer effective and responsive

service to agencies while furnishing additional

"value added" services.

If you have any comments/problems with the

newly reorganized Telecommunications/Network

Services Bureau, please contact Dave Marshall,

TNB Bureau Chief at 444-2920.
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Mainframe Microcomputer

Diskette I/O Unit Removal

We plan to remove the IBM 3540 Diskette I/O

Unit from service on November 30, 1992. This

unit is used to read or write to an eight inch

"floppy" diskette, the type typically used with

the IBM 3740 and 3742 data entry stations.

This is an outdated method of data entry and,

to our knowledge, no one is any longer using

this device. However, we could be mistaken.

So if you still require the use of this device

please notify us immediately. You may call

Dave Smith at 444-2860. If we don't get any

calls on this, we will say goodbye to another

antique.

Term Contract Status

Microcomputer Term Contract Up-

dates

All three microcomputer term contract holders

have submitted new price lists and requests to

add and delete specific products. The rapidly

changing environment and staffing changes in

ISD's Computing Policy and Development Unit

have resulted in delays in evaluating new equip-

ment and price lists. Digital orders will be held

until the pricing proposal has been approved.

Any orders for new equipment will be held

until it has been evaluated and approved. If

you are ordering equipment, be sure to work
with the term contract vendors or Curt Seeker

(1614) to insure you are aware of the product

and pricing changes.

Proposed and final term contract price lists will

be distributed, on request, through Zip-Mail. If

you would like to be on the distribution list,

please call Curt (1614) or Sharon (2918).

Microcomputer Maintenance

The Microcomputer Maintenance Term Con-

tract project is proceeding, but a few weeks

behind schedule. The current schedule an-

ticipates contract execution by November 13.

Associating Files with Applications

in Windows (Part 1)

Associating Files With Applications In Windows
(Part 1)

Do you have any files that you routinely use in

an application within Windows 3.1, such as a

particular text file that you edit and print daily

with your favorite word processing program?

The File Manager in Windows 3.1 can help you

save time whenever you need to work with a

file on a regular basis. Instead of running an

application (i.e., your word processing program)

and then loading the needed file into the ap-

plication, you can "associate" that file with the

application by means of the file's extension.

Then when you want to work with the file you

simply select that file from a File Manager

directory listing, and the application is started

automatically, with the selected file already

loaded. For instance, I may need to edit and

print a file on a daily basis, and file's name
includes a long list of subdirectories indicating

it's logical placement on the disk drive. Rather

than typing in a long name each time I need to

edit the file, I can set up an association once

and simply select the file from the File Manager

directory whenever I need to edit it. Two ca-

veats to this ability: 1. You must assign exten-

sions (of your own choosing) to your filenames

in order to use "associations"; and 2. Associa-

tion does NOT work for Lotus 1-2-3 and some
other DOS based programs.

Some applications, including most Windows
applications are associated with a filename ex-

tension when the program is installed. For

instance, the extension .DOC is automatically

associated with Word For Windows and the

extension .WRl is automatically associated with

Windows Write. If your application program

does not automatically set up an association

(WordPerfect does NOT automatically set up

associations) you can set up your own associa-

tions with the "associate" command. You can

set up as many associations as you want for as

many application programs as you like - i.e.,

you may want both the extensions .PRJ and

.LST to be associated with your word processing

program, and the extensions .TIF and GPH to
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be associated with your favorite graphing pro-

gram.

To associate a filename extension with an ap-

plication follow the instructions listed below,

carefully and in order.

1. Run the File Manager

Z Click on "FILE"

3. Click on "ASSOCIATE"
4. Type in the filename extension (ie. LST) in

the box labeled "Files with Extension:" and

tab to the next field. (Do NOT include the

"." before the extension.)

NOTE - If name other than "NONE" ap-

pears in the box labeled "Associate with:"

then the extension you entered is already

associated with an application.

5. In the box labeled "Associate with:" type in

the full drive and path for the application

program executable or PIF. (i.e., C:\WP50\

WP.EXE)
6. Click on "OK".

Repeat the above process for each filename

extension you wish to associate with an applica-

tion.

Once you have completed the above steps,

whenever you need to work with a file that has

the extension you indicated, all you need to do

is to double-click on the filename in the File

Manager. The associated application will be

started with the selected file already loaded.

Next month we'll discuss how to set up an icon

so that all you need to do to work with the

selected file is click on an icon instead of need-

ing to select the file from the File Manager.

If you have any questions about or problems

with "associations" or Windows in general please

contact Denny Knapp of End User Computing,

at 444-2072.

Is a 123 File Link Really a Link?

If you are using Lotus 123 to perform file link-

ing you may be receiving incorrect results.

When you establish a link from one spreadsheet

to another using range names, Lotus will ade-

quately track any location change made to ei-

ther of the spreadsheets. However, if you only

refer to a cell address lotus will not automati-

cally update the cell's position link when you

change the location of the data contained in a

cell. Changing a cell's data position is done

when you move, insert, or delete rows or col-

umns in a spreadsheet. This bug is going to be

corrected in future Lotus releases.

Techtalk

Several 1-2-3 users have asked how to define a

default printer in Wysiwyg. You sometimes

receive an error when printing in 1-2-3 Release

2.3 or 2.4 because no printer has been selected

when choosing the :Print Go command. If

using 1-2-3 Release 3.1 or 3.1-1- you may have a

printer selected but it may not be the printer

you want to be selected.

For 1-2-3 Release 2.3 or 2.4 users, PC Magazine

(May 12, 1992) explains this problem and solu-

tion best: When you first install Wysiwyg, you

can specify all the printers you expect to be

using. But the installation program does not

actually select the printer you'll print with.

You have to make this selection manually after

you begin using Wysiwyg.

When you save a new worksheet afier choosing

a printer, Wysiwyg saves the selected printer

along with the worksheet and formatting data.

Unfortunately, this information is lost when you

start a new worksheet at your next session.

Fortunately, there is a way to record a printer

selection for all newly created worksheet files.

To do this, you must update the Wysiwyg con-

figuration file, WYSIWYG.CNF, which stores

all the default settings that 1-2-3 uses when you

attach the add-in. This update command, how-

ever, is not located in a place where you would

expect to find it.

The :Print menu has no Update command, but

the :Display menu does have one. Choosing

:Display Default Update writes all the current

default settings, including the default printer

selection, to The WYSIWYG.CNF file. So if

you want Wysiwyg to assign a particular printer

to all newly created worksheets, you must first

use :Prinl Config Printer to specify which print-

er, then :Default Display Update to record your

choice.

If you are a 1-2-3 Release 3.1 or 3.1-1- user, you

simply need to select your default printer in

your AVorksheet Global Default menu by
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choosing the correct Printer and Interface and

then choose Update. Whatever default printer

you have set up in 1-2-3 will also be your de-

fault printer in Wysiwyg.

If you have any questions about printing in

Wysiwyg or any other questions concerning

Lotus 1-2-3, call Irvin Vavruska at 444-2858 or

Jerry Kozak at 444-2907, both from End User

Computing.

Data Processing Managers' Group

(DPMG)

The next DPMG meeting is Tuesday, November

10, 1992, from 10:00 a.m. to 12:00 noon in the

Mitchell Building, Room 160. This meeting will

be a work group meeting to discuss the Data-

base Directions Report. For more information,

call the DPMG chairman, Tripp Hammer at

444-4486.

Calendar of Events End Notes

Data Processing Advisory Council

(DPAC)

The DPAC meeting is Thursday, November 5,

1992, from 8:30 a.m. to 12:00 p.m. in room 104

of the State Capitol. Agenda items include a

Video Conferencing demonstration involving

MSU President Dr. Michael Malone from Boze-

man, the status of EPP and budgeting, a report

from the Data Processing Managers Group

(DPMG), status of the Biennial Technology

Report, status of the Imaging project, and con-

tinued discussion of the data sharing resolution.

For more information, call Sharon Ranstrom at

444-2918.

Submit Articles

If you wish to submit an article to News and

Views for publication, the following schedule

provides dates that articles must be received by

in order to be included in the issues listed be-

low:

January Issue 11/18/92

February Issue 12/23/92

March Issue 01/22/93

ISD HELP DESK 444-2973

Have a problem? Need ISD assistance or sup-

port for any of your information processing

needs-either voice or data? The central con-

tact point is the ISD Help Desk.

880 copies of this public document were printed at a cost of S264.

Distribution costs are S16.50.

Editor: Curl Seeker
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*Conversion from WordPerleci 5.0 lo 5.1

*Spreadsheet Design and Documentation

*Conversion from Lotus 1-2-3 Rei. 2.2 to Rel. 3.1

Introduction to Lotus 1-2-3, (Release 2.3 or 3.1)

Intermediate Lotus 1-2-3, (Release 2.3 or 3.1)

Lotus 1-2-3 WYSIWYG Features (Release 2.3 or 3.1)

*Lotus 1-2-3 Graphics (Release 2.3 or 3.1)

Lotus 1-2-3, Release 3.1, 3-Dimensional Spreadsheets

*Lotus 1-2-3 Printing (Release 2.3 or 3.1)

Freelance

*Lotus 1-2-3 Macros (Release 2.2, 2.3, or 3.1)

* Introduction to Lotus 1-2-3 Database Features

Introduction to PFS;Professional File, Ver. 2.0

Micro Database Concepts and Design

Introduction to R:Base, Release 3.1

Advanced R:Base Release 3.1

*R:Base Query and Reports (Rel. 3.1)

R:Base Views (Rel. 3.1)

*Intermediate R:Base (Rel. 3.1)

*Introduction to dBASE l\\ +
*State Telephone Training

Orientation to State's Computer Center

FREE



Data Network/Mainframe Classes

November 18-20

Nov. 30 - Dec.4

December 14-16

January 15 a.m.

January 25

Jan. 26, Jan. 27 a.m.

Introduction to Culprit

Novell Netware Service & Support

Introduction to SAS
Orientation to State's Computer Center

Introduction to TSO/SPF
MVS\ESA - Differences from MVS\XA

Microcomputer Classes

November 2

November 23

January 6

Word Processing Classes

Nov. 9, Nov. 10 a.m.

Dec. 3 a.m.

Dec. 3 p.m.

Dec. 9, Dec. 10 a.m.

January 21 a.m.

January 21 p.m.

Jan. 28, Jan. 29 a.m.

Spreadsheet Qasses

Beginning Microcomputer Skills

Fundamentals of DOS
Introduction to PFS:Professional File, Ver. 2.0

Introduction to WordPerfect (5.0 or 5.1)

WordPerfect Complex Document Functions

More WordPerfect Complex Document Functions

Introduction to WordPerfect (5.0 or 5.1)

WordPerfect 5.1 Columns <Sc Math Functions

WordPerfect 5.1 Tables

Introduction to WordPerfect (5.0 or 5.1)

November 12 a.m. Lotus 1-2-3 WYSIWIG Features (Release 2.3 or 3.1)

November 12 p.m. Lotus 1-2-3 Release 3.1 3-DimensionaI Spreadsheets

November 16 & 17 Introduction to Lotus 1-2-3 (Release 2.3 or 3.1)

December 1 & 2 Introduction to Lotus 1-2-3 (Release 2.3 or 3.1)

December 8 Freelance

January 20 Intermediate Lotus 1-2-3 (Release 2.3 or 3.1)

Database Classes

November 5 & 6

December 7

January 11

Jan. 12-13, Jan. 14 a.m.

Advanced R:Base, Release 3.1

R:Base Views, Release 3.1

Micro Database Concepts & Design

Introduction to R:Base, Release 3.1

Conununication Classes
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Data NetworkjMainframe Classes

ORIENTATION TO THE STATE'S COMPUTER CENTER: presented by Jane Black Eagle of the

Application Services Bureau

DATE: January 15, 1993

TIME: 9:00 am to 10:00 am. or

10:30 am to 11:30 am
PREREQUISITE: None
LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This free class will provide an overview of the services available from the Information Services Division

and will include a tour of the slate's central computing facility in the Mitchell Building. Students will

learn where to get help with their computing needs as well as the types of help and services available.

INTRODUCTION TO TSO/SPF: presented by Jerry Kozak of the Application Services Bureau

DATE: January 25, 1993

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: 3270nd (Interactive Class on Terminal Operation)

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

"Introduction to TSO/SPF" is a hands-on workshop about using computer terminals (or PC terminal

emulators) and the SPF editor. SPF is an easy-to-learn, menu-driven system used to enter data and
programs into the Stale's mainframe computer. Entering data, changing data and submitting programs

(jobs) for execution are covered in detail. Also covered are SPF's utility functions and the tracking of

job output.

This course is essential for state government personnel using terminals or PC's linked to the State's

central computer. It is a prerequisite for many other ISD classes.

INTRODUCTION TO CULPRIT: presented by Jane Black Eagle of the Application Services

Bureau.

DATE: November 18 through 20, 1992

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: Introduction to TSO/SPF and JCL required and programming experience

helpful

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This 3-day class is directed toward end users and programmers. It will cover the basic functions of the

CULPRIT report writer and the basic aspects of generating reports from standard files. It will not treat

more advanced topics such as database access or match files. Topics covered will include:

• Generating a basic report from standard files

• Enhancing and formatting the report

• Generating multiple reports

• Sequencing report output

• Selective processing

• Understanding programming logic

• Performing arithmetic operations
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• Directing processing flow

• Generating total lines

• Generating subtotals and sort levels

• Printing selected output lines

INTRODUCTION TO SAS: presented by Randy Holm and Jane Black Eagle of the Application

Services Bureau

This course has been designed in a modular fashion to accommodate both mainframe and PC SAS
users. New mainframe SAS users will want to take modules 1 and 3. Module 2 is designed for the PC
"Introduction to SAS" course.

DATE & Dec 14, 8:30 am to 10:30 am Module 1, Running Mainframe SAS
TIME: (JCL, Display Manager, etc.)

Dec 14, 10:45 am to noon Module 2, Running PC SAS
Dec 14, 1:00 am to pm 4:30 pmModuIe 3, Introduction to SAS for

Dec 15, 8:30 am to 4:30 pm mainframe and PC users

Dec 16, 8:30 am to 4:30 pm

PREREQUISITES: Basic Terminal Skills, TSO logon ID, TSO library.

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

SAS (Statistical Analysis System) is a very powerful, general purpose data manipulation tool; its function

includes, but is not limited to, statistical analysis. It can be used to capture, edit, and report on a

variety of data. Statistical procedures and reports can be specified to summarize the data and print the

resulting information.

This course is intended to teach both the basic uses of SAS as a general data management tool and its

use in preparing data for statistical analysis. Students will develop databases and program a variety of

SAS features, including basic statistical procedures. The class does not attempt to teach statistics and

prior knowledge of statistics is not necessary.

MVS\ESA - DIFFERENCES FROM MVS\XA : presented by Denny Knapp of End User Computing

DATE: January 26, 1993

January 27, 1993

TIME: 9:00 a.m. to 11:00 a.m.

PREREQUISITE: An understanding of MVS\XA, Introduction To TSO\ISPF, and Introduction

To JCL are recommended

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This free session will review the major differences between MVSVXA, the operating system formerly used

on the state mainframe computer, and MVS\ESA, the operating system recently implemented. This will

be an overview of changes as they apply to end-users and development staff. Various subjects will be

discussed, such as changes to ISPF and JCL coding.
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Microcomputer Classes

BEGINNING MICROCOMPUTER SKILLS: presented hy the staff of The Computer School

DATES: November 2, 1992

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: None
LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6lh Ave.

This course will give participants brief hands-on experience with microcomputers. The following topics

will be covered:

• The Machine

• The Operating System

• Word Processing

Spreadsheets and Graphics

File Management
Communications

Most class time will be spent using microcomputers and software. This course helps develop a positive

attitude toward using microcomputers and teaches their basic functions. This class-or its equivalent-is

a prerequisite for our other microcomputer courses.

FUNDAMENTALS OF DOS: presented by the staff of The Computer School

DATE: November 23, 1992

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: Beginning Microcomputer Skills

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

"Fundamentals of DOS" is intended for microcomputer users who need to know more about controlling

the microcomputer through its operating system. Programming experience is NOT required. Topics to

be covered include:

What is DOS? Why is it necessary to know about it?

DOS names for peripherals

File naming

Set-up files such as CONFIG.SYS
Internal DOS commands - DIR, ERASE, RENAME, TYPE, COPY and their variations

External commands - FORMAT, SYS, DISKCOPY, CHKDSK, MODE
Interpreting batch files

Backup procedures

INTRODUCTION TO PFS:PROFESSIONAL FILE, VERSION 2.0: presented by Irvin Vavruska of

the Application Services Bureau

DATE: January 6, 1993

TIME: 8:30 am to 4:30 pm
PREREQUISITE: Beginning Microcomputer Skills

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6lh Ave.

The PFS:Professional Flic software is an easy-to-use file managcmenl system. This course will give

participants hands-on experience creating databases-demonstrating the llexibilily of this software in

storing, retrieving, and updating a large amouni of related information.

>
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INTRODUCTION TO WORDPERFECT: presented by the staff of The Computer School

DATE:

TIME:

PREREQUISITE:
LOCATION:

November 9 and 10, 1992

December 9 and 10, 1992

January 28 and 29, 1993

8:30 a.m. to 3:30 p.m. on first day

8:30 a.m. to noon on second day

Beginning Microcomputer Skills or equivalent

Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class is a generic introduction to WordPerfect for new users of release 5.0 or 5.1. Experience with

WordPerfect is not necessary. Participants will go through the fundamentals of creating, formatting,

editing and printing documents. Some advanced features will also be covered, including checking

spelling, finding a word or phrase, marking blocks of text, moving text and listing/retrieving document

files.

WORDPERFECT 5.1 TABLES: presented by staff of the Computer School

DATE: January 21, 1993

TIME: 1:00 p.m. to 4:30 p.m.

PREREQUISITE: Introduction to WordPerfect 5.0 or 5.1

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will cover the creation of tables in WordPerfect 5.1. Once students practice with Word-

Perfect's Tables feature they will be able to create and edit large, complex tables and provide automati-

cally for table entries requiring calculation. Students will learn to create tables with text only or with

combinations of text and numbers. Students will use math functions and create formulas to generate

table entries and will define and generate column totals and row totals.

WORDPERFECT 5.1 COLUMNS AND MATH FUNCTIONS: presented by staff of the Computer

School

DATE: January 21, 1993

TIME: 8:30 a.m. to noon

PREREQUISITE: Introduction to WordPerfect 5.0 or 5.1

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will cover the column and math features in WordPerfect 5.1. Students will learn to set up

and edit newspaper and parallel columns of various widths and lengths. They will practice editing text

or figures in columns without losing the desired layout or visual effect. For column entries requiring

calculation, subtotals and totals, students will learn to create and use column definitions, math functions,

and formulas.
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WORDPERFECT COMPLEX DOCUMENT FUNCTIONS: presented by staff of the Computer
School

DATE: December 3 a.m.

TIME: 8:30 a.m. to noon

PREREQUISITE: Introduction to WordPerfect 5.0 or 5.1

LX)CATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will cover Master and Subdocument design as well as creation of tables of contents. Using

WordPerfect's Master Document feature allows creation of larger or more complex documents while

providing more manageable and editable documents. Examples are reports containing multiple chapters

or requiring tables of contents, lists of figures and tables, outlines, headers and/or footers. Students

currently using WordPerfect 5.0 or 5.1 will learn WordPerfect features that make it easy to generate

tables of contents, lists and outlines and to combine subdocuments into a complex master document.

Students will learn how to build, edit and expand a master document that includes lists of the

document's contents.

•1

MORE WORDPERFECT COMPLEX DOCUMENT FUNCTIONS -FONTS, STYLES AND LISTS:

presented by staff of the Computer
School

DATE: December 3, 1992

TIME: 1:00 p.m. to 4:30 p.m.

PREREQUISITE: WordPerfect (5.0 or 5.1) Complex Document Functions

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will expand upon the concepts covered in the prerequisite class. Persons currently using

WordPerfect 5.0 or 5.1 will learn WordPerfect features that they can use to create a variety of reports

and other complex documents. Students will learn to incorporate lists of tables and figures, headers and

footers, footnotes or endnotes, and cross-referencing into the Master and Subdocument design. The
class will also cover the use of Style, Font, Text In/Out, Graphics and Compose functions for document

design and layout. This class will be taught using WordPerfect 5.1, but concepts and functions covered

are available in WordPerfect 5.0.

Spreadsheet Classes

INTRODUCnON TO LOTUS 1-2-3, RELEASE 2.3 OR 3.1: presented by the staff of The
Computer School

DATE: November 16 & 17, 1992

December 1 &. 2, 1992

TIME: 8:30 a.m. to 4:30 p.m. each day

PREREQUISITE: Beginning Microcomputer Skills

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class is a generic introduction to Lotus 1-2-3 for persons with little or no Lotus experience. It will

consist of instructions and hands-on practice, with lab time available for building spreadsheets of the

participants' choosing.
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The class will cover design, creation, priming and editing of spreadsheets. Additional topics will include

selected graphic features, the use of formulae to connect spreadsheets, and the opening of multiple files

at the same time. Students will learn about new WYSIW^'G (What You See Is What You Get )

features of Releases 2.3 and 3.1 such as enhanced printing of spreadsheets and graphs.

LOTUS 1-2-3 WYSIWYG FEATURES: presented by the staff of The Computer School

DATES: November 12, 1992

TIME: 8:30 a.m. to noon

PREREQUISITE: Introduction to Lotus 1-2-3

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This course is intended for users of Release 2.3, 3.1 or 3.H- who are already using Lotus 1-2-3 to create

spreadsheets. It introduces students to the WYSIWYG (What You See Is What You Get) features of

Lotus 1-2-3. The class consists of lecture and hands-on practice with the following features:

Format-fonts, boldface, italics, underline, shadow, and outline

Text-ranges, alignment, edit

Screen display, zoom and customization

Graphics within a worksheet-adding, enhancing, changing size or location

Page layout

Previewing and printing

Advanced WYSIWYG features

INTERMEDIATE LOTUS 1-2-3, RELEASE 2.3 OR 3.1: presented by the staff of The Computer
School

DATE: January 20, 1993

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: Introduction to Lotus 1-2-3

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This course is intended for users of Release 2.3, 3.1 or 3.1-t-. It covers intermediate features of Lotus

1-2-3 for those who are familiar with Lotus basics. It consists of instructions and hands-on practice,

with lab time available for building spreadsheets of the students' choosing.

The following topics will be presented:

@ functions

Date and time formats and functions

Ranges-naming, hiding and protecting ranges; using range commands
Global defaults

Titles, windows and text editing

Time permitting, the following topics will be covered with some hands-on practice:

• Selected file functions and file linking

• Magellan Viewer Addin (available in Releases 2.3 and 3.1-(- only)

• Auditor Addin (available in Releases 2.3 and 3.1+ only)
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LOTUS 1-2-3, RELEASE 3.1, 3-DIMENSIONAL SPREADSHEETS: presented by the staff of The
Computer School

DATES & TIMES: November 12, 1992, 1:00 p.m. to 4:30

PREREQUISITE: Introduction to Lotus 1-2-3

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This course is intended for users of Release 3.1 who are using Lotus 1-2-3 to create spreadsheets. It

covers the purposes of three dimensional spreadsheets and provides hands-on practice with multiple (3-

dimensional) worksheets within a file. Features covered include:

Multiple worksheet uses

Inserting and deleting worksheets

Navigation among worksheets

Working with three-dimensional ranges

Perspective view

Using group mode
Working with more than one file in memory
Navigating among files

LOTUS FREELANCE: presented by Irvin Vavruska of the Application Services Bureau

DATE: December 8, 1992

TIME: 8:30 am to 4:00 pm
PREREQUISITE: Beginning Microcomputer Skills

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will give participants hands-on experience using Freelance to create many types of figures,

drawings and graphs. Students will learn to use Freelance's symbol library and freehand drawing

capabilities and to import data from Lotus 1-2-3 spreadsheets to create a publication-quality chart or

graph.

Database Classes

MICRO DATABASE CONCEPTS AND DESIGN: presented by Denny Knapp of the Application

Services Bureau

DATE: January 11, 1993

TIME: 8:30 a.m. to 4:30 p.m.

PREREQUISITE: Beginning Microcomputer Skills

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class is designed to give participants a preliminary understanding of what a relational database is

and how it compares to other products like Lotus 1-2-3 and PFSrProfcssional File. The class teaches

database design techniques and is a prerequisite for other database classes offered by ISD.
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INTRODUCTION TO R:BASE, RELEASE 3.1: presented by ihc staff of The Computer School

DATE: January 12, 13 &. 14, 1993

TIME: 8:30 a.m. to 4:30 p.m. on first and second days

8:30 a.m. to noon on third day

PREREQUISITE: Beginning Microcomputer Skills, Micro Database Concepts and Design and

Fundamentals of DOS
LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will give participants hands-on experience creating a database and developing a simple

application with R:Base 3.L The application will include database updates, queries, and simple form

and report generation. The R:Base menu system will be u.sed to develop the application. This class will

not cover the R:Base command mode or programming other than menu system application development.

R:BASE VIEWS (RELEASE 3.1): presented by Jane Black Eagle of the Application Services Bureau

DATE: December 7, 1992

TIME: 1:00 to 3:00 p.m.

PREREQUISITE: Beginning Microcomputer Skills, Micro Database Concepts and Design and

Fundamentals of DOS
LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This free demonstration class will cover the design and creation of views in R:Base and when to use

them.

ADVANCED R:BASE, RELEASE 3.1: presented by Denny Knapp and Jane Black Eagle of the

Application Services Bureau

DATE: November 5 and 6, 1992

TIME: 8:30 am to 4:30 pm
PREREQUISITE: Introduction to R:Base

LOCATION: Basement of the Teachers Retirement Bldg. at 1500 6th Ave.

This class will expand on topics covered in "Introduction to R:Base." Topics include sophisticated forms

and reports, multi-table operations, development of systems using the "Application Express," and the

development and use of customized R:Base programming.
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ISD CLASS ENROLLMENT APPLICATION
COMPLETE THIS APPLICATION IN FULL AND

RETURN IT TO THE INFORMATION SERVICES "HELP DESK'
PRIOR TO THE FIRST DAY OF CLASS

COURSE DATA

t I

Course Requested:

Date Offered:

STUDENT DATA

Name;

Soc. Sec. Number (for P/P/P)

Agency & Division:

Mailing Address:

Phone:

How have you met the required prerequisites for this
course? Explain, giving the class (es) taken, tutorial (s)

completed, and/or experience.

BILLING INFORMATION/AUTHORIZATION

ISD Billing Number (5 digits)

:

Authorized Signature:

FULL CLASS FEE WILL BE BILLED TO THE REGISTRANT UNLESS
CANCELLATION IS MADE THREE BUSINESS DAYS BEFORE

THE START DATE OF THE CLASS.

SEND COMPLETED FORM TO:

ISD HELP DESK, DEPARTMENT OF ADMINISTRATION

\r
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DEPARTMENT OF ADMINISTRATION
INFORMATION SERVICES DIVISION
ROOM 2 5 MITCHELL BLDG
HELENA MT 5962
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